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Using basic navigation 

In this guided practice, you will learn how to use:  

 basic navigation tools in MyTRS and 

 MyTRS’s page sections. 

Using basic navigation in MyTRS 
1) Login to MyTRS.  
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After successfully logging in to MyTRS, the Home page appears. The Home page includes the 
following sections: 

1) Welcome information 

2) Header components 

3) Location bar 

4) Navigation message 

5) Categories and windows 

6) News and Alerts from the MTRS 
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Using category and window links 

From the Home page, you can navigate anywhere in MyTRS using the links provided in the 
categories and windows section. 

1) Click View Employer Information. 
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Many windows in MyTRS contain tabs. These tabs separate related information into functional 
groups. The View Employer Information window contains three tabs: 

 Demographics 

 Additional Information 

 Contacts 
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Using window tabs 

When working in a window with tabs, the active tab will have a white background and the 
information on the screen pertains to that tab. Other available (but inactive) tabs have a gray 
background. MyTRS uses sections within an active tab to organize related information. The 
Demographics tab groups information into three sections: 

 Employer Information 

 Address Information 

 Contact Information 
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1) Click the Additional Information tab. 

 

Because it is now active, the Additional Information tab changes to white. The Demographics 
tab, now inactive, changes to gray. This tab has a single section called Additional 
Information. 
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2) Click the Contacts tab. The Contacts tab, now active, changes to white. The Additional 
Information tab, now inactive, changes to gray. 

 

You may use this method to navigate between tabs on any window in MyTRS. 
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Using the location bar 

The location bar, which appears on every page in MyTRS, shows the navigation path, or 
“breadcrumbs,” that led to the window that you are currently viewing. These breadcrumbs are 
a visual trail to the open MyTRS window. 

Clicking on the Home link at the beginning of any series of breadcrumbs will return you to the 
Home page from any window in MyTRS. 

1) Navigate anywhere in MyTRS (e.g., Home > Employer Management > View Employer 
Information). 

 

2) Click the Home link in the breadcrumbs. 
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The MyTRS Home page appears. 

 

On the Home page, only the Home link appears in the breadcrumbs. 
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Using the “I want to:” header pull-down field 

You learned how to use links on the Home page to navigate to windows in MyTRS. You may 
also use the I want to: pull-down field to navigate to and from any window in MyTRS, as all of 
the links that are in the window on the Home page are in the I want to: pull-down field. 

1) Click the down arrow at the right of the I want to: pull-down header field. 

 

Clicking the down arrow opens the pull-down field and displays the options. 

 

2) Click View/Update Payroll Calendar. The option highlights in blue when you mouse over 
it. 

 

The View/Update Payroll Calendar window opens. 



 G P 3 :  U S I N G  B A S I C  N A V I G A T I O N  

Massachusetts Teachers’ Retirement System 11 

Logging out of MyTRS 

It is important to log out at the end of each MyTRS account session to maintain your account 
security and data security. You can log out of MyTRS from any window by clicking the Logout 
link in the header component of the window. 

Note: Do not close your browser window to log out of MyTRS. This action leaves your session 
open and may compromise the security of your data. 

If you accidentally close the web browser without logging out, please complete the following 
steps to successfully log out: 

1) Login to MyTRS. 

2) Click View/Update Member Information. 

3) Click Logout. 

 

The window refreshes, displaying a message indicating that you are logged out of MyTRS.  

 

If you want to login again, click Log Back into V3 Solution. If you do not want to log back 
in to MyTRS, close your browser window. 


